[image: image1.jpg]& SHREWSBURY
COLLEGES GROUP






	Confidential application for employment
Shrewsbury Colleges Group 

Please complete electronically or in black ink and return to: recruitment@shrewsbury.ac.uk or post to: Human Resources, Shrewsbury Colleges Group, London Road, Shrewsbury, SY2 6PR.  

	Guidance Notes for Applicants

The content of this application form is the only information used to decide whether or not you will be invited for interview. 

· Please complete the form using black ink or type and complete the form in full

· Each candidate will be assessed against the criteria of the person specification

· Please provide explanations for any gaps in employment/education history
· If you have worked for the College previously you must declare this within your application 

· If you are related to or have a relationship with any current employee or Governor of the Shrewsbury Colleges Group you must disclose this information within the Additional Information section
· We regret late applications will not be considered

· Interviews are normally held within three weeks of the application closing date. Due to the anticipated response we are unable to contact all applicants, therefore, if you have not been invited to an interview within this period please assume your application has been unsuccessful
Guaranteed Interview for Applicants with a Disability

Shrewsbury Colleges Group is an equal opportunities employer and therefore welcomes applications from persons of all ages, races, ethnic origins, religions, abilities and sexual orientations. Disabled applicants who meet the essential criteria for the job are guaranteed an interview.  If you require the application in an alternative format please contact the Human Resources Department on (01743) 342313 or email: recruitment@shrewsbury.ac.uk
Equal Opportunities Monitoring


To enable us to support, promote and monitor the equal opportunities policy of Shrewsbury Colleges Group we would appreciate you completing the Personal Details section overleaf.  Some information you give in this form may be considered to be sensitive personal data under the Data Protection legislation and by completing and returning this form you give your explicit consent to the processing of the data for equality monitoring purposes. This information will be removed from the main application and will not be seen by those making the selection decision. It is used for monitoring purposes only.
	Surname
	Title

	
	

	Forename (s)
	Preferred forename 

	
	

	Name on birth certificate if different (e.g. maiden name) 
	National Insurance number 

	
	

	Position Applying for



	

	Address
	Telephone number(s) 

	
	Home:

Mobile:

Work:

May we contact you at work?

Yes/No 



	Date of birth
	Current age

	
	

	E-mail address
	DFE/DES number (teaching staff only)

	
	

	
	

	My gender is
	Are you disabled (If ‘yes’ please give details)

	Female          Male 

Rather not say

Is your gender identity the same as the one you were assigned at birth?    

Yes

 No
	Yes

No            Rather not say




	Ethnic origin (please highlight the appropriate category)



	Asian or Asian British – Bangladeshi
	Mixed/Multiple Ethnic groups – White and Black African 

	Asian or Asian British – Indian 
	Mixed/Multiple Ethnic groups – White and Black Caribbean 

	Asian or Asian British – Pakistani 
	Mixed Multiple Ethnic groups – White and Asian  

	Asian or Asian British – any other 
	Mixed Multiple Ethnic groups – Any other

	Asian or Asian British - Chinese
	White – English/Welsh/Scottish/Northern Irish/British

	Black/African/Caribbean/Black British – African 
	White – Gypsy or Irish Traveller

	Black/African/Caribbean/Black British – Caribbean 
	White – Irish

	Black/African/Caribbean/Black British – any other 
	White – any other

	Other ethnic group – Any other
	Other ethnic group - Arab


Sexual orientation (please tick)





	Gay man
	
	Gay woman/

Lesbian
	
	Heterosexual/

Straight

	
	Bisexual
	
	Prefer not to say  
	


Marital Status (please tick)





	Married/Civil

Partnership
	
	Single
	
	Divorced

	
	Separated
	
	Living with partner  
	

	Widowed
	
	Widower
	
	Prefer not to

say
	
	
	
	
	



Religion (please tick)


	Christian


	
	Buddhist
	
	 Jewish    

	
	Hindu

	
	Sikh
	

	Muslim
	
	None   
	
	Other

(please specify)   
	
	Prefer not to say    
	


Health

Please give the number of days lost through sickness in the past 2 years:

Over how any occasions:

Comments:
	Any Other Comments



	


	

	Candidate number (Office use only)                                                             
	Job Title Applying for

	
	

	Name of current or most recent employer



	

	Employers Address

	

	Brief description of duties and responsibilities

	


	Salary/wage (per annum/week)

£
	Date appointed



	
	

	Notice required


	Date employment ended (if applicable)

	
	

	Reasons for leaving (If applicable)
	Was this role full-time or part-time?

	
	


Previous employment, most recent first (continue on a separate sheet if necessary)

Please provide details for any period between leaving full-time education and commencing employment and also periods of unemployment between appointments.

	Date from
Month/Year
	Date to
Month/Year
	Employer name and address
	Position held/main duties
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Have you ever received a final written warning or been dismissed from your current or recent employment (other than in a redundancy situation)? 

	Yes                                    No

Details:




	Education, training, qualifications and apprenticeships

	

	From
	To
	Name of institution (schools, colleges, universities, including part-time)
	Qualifications gained (give subject)
	Level
	Grade
	Date awarded

	
	
	
	
	
	
	


	Professional and occupational training

	

	Organising body
	Details of course including subjects covered
	Date from
	Date to

	
	
	
	


	Membership of professional bodies

	

	Body
(eg CIPD, IFL, CIMA, etc)
	Grade/class of membership
	Membership number
	Whether by exam
	Date awarded

	
	
	
	
	


	How do you meet the ‘Essential’ criteria of the Person Specification?

	


	How do you meet the ‘Desirable’ criteria of the Person Specification?

	

	Additional Information

	


	Other information


If you are related to any employee of Shrewsbury Colleges Group or member(s) of the Corporation please give details, or state ‘none’ if not applicable.
	Name
	Position
	Relationship

	
	
	

	Please state how you heard about this opportunity.

	

	Have you previously worked for either of the colleges in the Shrewsbury Colleges Group?

	Yes / No

 

	Do you have a current driving licence?

	Yes / No

 

	Are you permitted to work in the UK in accordance with the Immigration, Asylum and Nationality Act 2006?

	Yes / No

All applicants invited to interview will be required to provide evidence that they have the legal right to work in the UK, for example a UK passport or work visa.
 


	Rehabilitation of Offenders Act 1974

As the Shrewsbury Colleges Group meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974 all applicants who are offered employment will be subject to a criminal record check from the Disclosure and Barring Service before the appointment is confirmed. This will include details of cautions, reprimands or final warnings, as well as convictions.  Having a criminal record will not necessarily bar you from working with us. This will depend on the nature of the position you have applied for and the circumstances and background to your offence. The college has a written policy on recruitment of ex-offenders. A copy is available from Human Resources.  Have you ever been cautioned by a police officer, and/or convicted of an offence, spent or otherwise?

Yes / No   If Yes please provide details within the Additional Information section of this application form


References

Please give details of two people, one of whom should be your current or most recent employer or someone qualified to comment on your recent performance at work.  Please note that references will be required for shortlisted candidates.
	Name of referee
	1.
	2.

	Your position/job title there
	
	

	Address
	
	

	Telephone number
	
	

	E-mail
	
	

	Referee relationship to you
	
	

	May we contact them prior to interview?
	
	

	I understand, that by offering the above individuals as referees I give my explicit permission for them to answer all questions put to them by Shrewsbury Colleges Group, in full, with regards to my employment reference.  These questions will be: confirmation of my job title, duration and role, my attendance history, if I have been subject to disciplinary action and my employers view regarding suitability for employment.

	Declaration

	I confirm that I understand the above statement in connection with references and to the best of my knowledge, the information I have entered is true and I understand that any false information or failure to disclose criminal convictions may, in event of employment, result in summary dismissal or other disciplinary action by the Shrewsbury Colleges Group. I hereby give explicit consent to process the information submitted in this application under the terms and conditions of the Data Protection Act 1998.

Signed:






Date:



